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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses high | evel adm ni strative and supervi sory
positions, the primary duties of which are assisting the Fire
Chi ef in overseeing the operations of the departnent. Enployees
in this class are responsible for overseeing operations of the
fire suppression division, fire prevention and training
activities, as well as assisting the Fire Chief wth
adm ni strative functions. An Assistant Fire Chief may perform
the duties of the Fire Chief in the absence of the Chief.
Enpl oyees of this class work with a hi gh degree of i ndependence,
reporting to and having work reviewed by the Fire Chief. This
class ranks i mmedi ately bel ow that of Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Manages the operation of the fire department on an assigned
shift, including overseeing the activities of the fire
suppression division, activities of fire prevention and
training. Plans and organi zes departnental operations having to
do wth personnel, equipnment, and apparatus. Conduct s
i nspections of various divisions of the departnent, eval uating
the effectiveness of various divisions, and taking appropriate

action to correct or inprove problem areas. Monitors and
eval uates | ocal conditions which nay become fire or safety
hazar ds. Keeps infornmed on nodern fire fighting nethods and
adm nistrative practices. Participates in conferences,

conventions, and other educational neetings as required.

Responds to all energency calls for which the department is
answerable in order to act as incident conmander if needed.
Supervi ses subordi nate enpl oyees at the scene of an energency,
perforns size-up, including deterni ning the nature and extent of
the fire, condition of the buildings, and source of water
supply. Participates in handling hazardous nmaterials and
mai nt ai Nns energency scene conmuni cati ons.

Recommends managenent policies, goals, and objectives for the
departnment. Sets goals and objectives for an assigned shift.
| nvestigates conplaints against department personnel and
formul ates reconmmendations for reply to the conplaint or for
action to be taken. | nvestigates all accidents involving
depart nent equi prment and personnel, determ nes cause and nakes
reconmendations on procedure to avoid future accidents.
Recommends changes in departnment operations that will help the
city to obtain favorable
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| SO ratings. Provides for regular enployee training at al
levels within the departnment by evaluating training needs and
provi di ng departnent training or outside training to neet the
needs.

Supervi ses enpl oyees by i nspecting appearance and assi gni ng wor k
areas and schedul es. Oversees, evaluates, and di scusses work
performance with enployees and wites enployee evaluations.
Provi des technical assistance to subordinates and discusses
performance of subordinates w th superiors. Ensures that
discipline is maintained by counseling enployees who are
experienci ng work probl enms and recomendi ng di sci plinary action
to the appointing authority. Del egates authority to
subordi nates for effective operation of the departnent when such
del egation is allowed by I aw. Holds neetings for the purpose of
receiving reports and di ssem nating informtion.

Assists in the preparation of the departmental budget by
conpiling and organizing data as needed. Makes purchases,
keeping within the established budget. Mkes recomrendati ons on
maj or purchases for the departnment.

Supervi ses the preparati on and mai nt enance of department records
and reports by reviewing records and reports conpleted by
subordi nates and periodically inspects systens and facilities
for maintaining records. Acts as departnment representative to
the news nmedia, releasing information and answering questions
concerning the work of the department. Coordinates the work of
the departnent with related federal, state, and | ocal agenci es.

Supervi ses the care and mai nt enance of departnent equi pment and

property. Arranges for needed repairs and naintenance of
departnment facilities, equipnent, or operating systens, or
assigns such to qualified personnel. Meets with sales
representatives to review products. Mai nt ai ns inventory of

suppl i es and equi pnent.

Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |listed bel ow nust

be met by the filing deadline for application for admi ssion to
the test.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a valid Louisiana driver's |license.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denpbnstrate good health and physical
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fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must be a regular and permanent enployee in the class of
District Fire Chief imrediately preceding closing date for
application to the board.
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